
UNITED STATES NAVAL ACADEMY
PERFORMANCE APPRAISAL

FOR NONSUPERVISORY EMPLOYEES

PART I
1. PERIOD COVERED 2.

CLOSE-OUT RATING RATING OF RECORD

3. NAME (Last, First, Middle Initial)

FROM: TO:

5. POSITION TITLE/SERIES/GRADE

4. SSN

6. ORGANIZATION

7. RECORD OF REVIEWS AND FINAL APPRAISAL

PERFORMANCE PLAN PROGRESS REVIEW FINAL APPRAISAL

IMMEDIATE
SUPERVISOR

EMPLOYEE

SIGNATURE OF SECOND LEVEL SUPERVISOR (Mandatory for “Unacceptable” Ratings) DATE

8. RATING OF RECORD OR CLOSE-OUT RATING

ACCEPTABLE UNACCEPTABLE

9. EMPLOYEE’S POSITION DESCRIPTION IS CURRENT AND ACCURATE?

10. SUPERVISOR’S COMMENTS

YES NO

(Signature indicates that this step of the process has been completed. Must be signed and dated)
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USNAINST 12430.5



CRITICAL ELEMENTS AND STANDARDS
FOR NONSUPERVISORY EMPLOYEES

USNAINST 12430.5

1. Execution of Duties:
 Completes assigned tasks accurately and in a timely manner. Readily accepts and performs the work to be accomplished. Uses
applicable knowledge and skills to produce products or provides services of good quality. Demonstrates proper attention to detail.
Exercises sound judgement. Follows through on commitments to customers. Produces the expected quantity of work.

Comments (Optional but encouraged if “Acceptable” rating assigned; required if “Unacceptable” rating assigned):

2. Adaptability:
Adapts to change (situations and people). Remains flexible and open to new or different ideas, work processes, or requirements.
Stays current with new developments, changing priorities, or requirements.

3. Working Relationships:
Establishes and maintains cooperative and effective internal and external working relationships. Helps others to get the job done. Is
respectful of others. Keeps the supervisor, customers, and co-workers informed. Participates in resolving conflicts.

Comments (Optional but encouraged if “Acceptable” rating assigned; required if “Unacceptable” rating assigned):

Rating (X): Acceptable Unacceptable

Rating (X): Acceptable Unacceptable

Comments (Optional but encouraged if “Acceptable” rating assigned; required if “Unacceptable” rating assigned):

Rating (X): Acceptable Unacceptable

SIGNIFICANT PERFORMANCE APPRAISAL ACTIONS
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